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PROCESS IRC INSTRUCTIONS 


1. GENERAL 

a. fM* radiation states the requirement* sod procedures applicable to gen- 
eral separation actions. This regulation governs the separation of Agency 
eagloyees for all reasons except reduction in force, entry into military 
aarvlea, and separation based on adverse findings of a Security Searing 
Board or the Employment Review Boerd. 

b. The seperetion actions included in this regulation have been grouped in 

two categories on the basis of the procedural requirements to be accoaplished 
by impervisory officials end the Office of Personnel. 


(!) The first group of actions which ere described in paragraph 4 below 
includes those actions which are taken in response to requests by 
■Sploye** end those which the Agency is required to take because the 
employee concerned has loet eligibility far continued employment. 

(2) The second group of actions which ere described in paragraph 5 below 
I nc lu d e s those actions which are initiated by Agency officials on the 
heels of the employee's conduct or qualifications. They are distin- 
guished from similar actions described In paragraph 4 below primarily 
is that they require advance notice end involve, usually but not in- 
variably, the right of the employee to reply before they may be, prop- 
erly effected. 


8. AUTHORITIES AID RESPONSIBILITIES 


a. Supervisors bear primary responsibility for determining the adequacy of the 
performance and conduct of personnel under their Jurisdiction and for initiat- 
ing corrective action where necessary. While ultimate authority for taking 
personnel actions rests generally with toe Birector of Personnel, this 
fact does mot relieve supervisory officials of their responsibility fear 
discipline and proper management of personnel. 
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seeded actions to ensure that they ccofhm » rsruawym* »» 
i nrilrrrwmtit sad are not uurestsom'ble, capricious, car arbitrary. E* c 
S^SfSuTprwU«4 elMi*®., the »lr«tor of *»™nDelor ale 
Ssijase »mtaSc or recommend final action to separate an e^loyee. 

3. StUBTXOi OF KSf RCPRIWR TIFE OF gEFERA'SI0!f ACT IOff 

v, of the actions described in this regulation has 
SScssS^h materially affbet tberights or interests * JJ® 

Hi ..I n n m t wf the esclowe. Careful consideration suet be given w an y 

£S£T«St. to fefSlno v^r -ch action could «■£«•* 

aadshetoer It will in fact prenote the efficiency of the service ; “”?*** 

SJiSry determination that the facts ^circumstances 

mwto virraat action, .ejection »U1 he «*e of the epeclfic type of per 
s amel action most appropriate to the individual eaaee 

k. JgJTID© BftSSD OF EMPLOYEE'S BEHEST OK LOSS OF ELIGIBILITY 
a. KESIOIATION 

<1) assignation is separation at the employee’s re^est^either 

or written. Whenever a resignation is initiated because or security 

or 3th!r%han normal iigiemtiy.J 

satify the Director of Pe rsonne l by a separate Eyes Only mssaorsa 
Am. 3bis aeiaarand.ua shall be available only to the Director of 
Personnel or hie designee. 

( 2 ) Ca reful consideration shall be given to the reasons offered by an 
mime fpr his proposed resignation. Euless the employee is 
2»S«hli, he .111 heinterr Iced hy hi. r^rvlMilnltiaiy 
STSfie. or FerwoMl Mh«t»ently to detem ln. ehether Mtlon in 
■ nnnrdaniTS with paragr aph (a) or (b) below is appropriate, xn 
dete rm inin g whether either action is appropriate, the Director of 
personnel will ensure that additional information contained i n 
t1f lf1f |. r «e- *Eyes Only” memorandum, if any, is taken into consideration. 

fal If the oronosed resignation is the result of failure of a 

pote ntially valuable es^loyee to adjust himself to a specific 
wsric situation, appropriate action should be taken to lE^ruve 
gnf. fr adjustment by in-service placement, counselling, or other 

INESft* 

<b) If the reason offered is ill health, the employee’s eligibility 
1 } tor separation because of disability should be determined. If 
Si 4 , action is proper, the employee will be advised that 
gl thdr ir his resignation and safeguard his interests through 
separation action based on disability. 
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(3) When an individual contemplates voluntary separation trm the Agency, 
he should give one month's advance notice of this fact. However, 
failure to furnish such notice will not affect the personnel action 
involved in any say soft, although it may reflect unfavorably on the 
individual's ea$loys»nt record, it is ncrt a basis fear barring Mm 
from fa r th er Federal employment. 

(*) Oral notice constitutes a valid resignation but every effort 
will be made to obtain written confirmation whenever possible. 

(b) Letters of resignation from absent employees should be addressed 
to the Birector of Personnel. Bouever, when such letters are 
xmeatved by other Agency officials, they will be forwarded 
immediately to 'tile Office of Personnel for action. 

j 

(e) When an esployee who is absent on maternity, educational, or 
Other extended leave fail* either to return to duty or to send 
notice at the end of the period of authorised absence, the 
Office of Personnel will send a letter to the e%loyee*s last 
> m e n g address requesting that he notify the Birector of Per- 
a snae i whether he intends to return or resign. The letter will 
rSQHSSt reply within a specified reasonable period (not less 
than 5 days) and will inform the employee that, if he 

doss not return, the Agency will be ccspelled to consider him 
eg having resigned. Ip employee eligible for veteran preference 
will also ba advised that the letter constitutes 3 0 days* ad- 
TniUTf noties of proposed action in compliance with the pro- 
visions of Section Ik at the Veterans* Preference Act, as 
amended. Unauthorised absence and failure to report not covered 
by this paragraph at by provisions covering missing persons 
mf|i be considered as absence without leave or abandonment of 
position an d will be treated accordingly, 

(4) The effective date of a resignation will be the close of business on 
the last day the employee is present fear duty except in the following 
circumstances: 

(a) Wien an employee resigns during, or at the expiration of an 
approve d leave period, the date of separation will be fixed as 
tbs closing data of the pay period during which his resignation 
is received by the Office of Personnel and any intervening 
period will be covered by leave with or without pay. 

(b) When an employee resigns under circumstances where it is proper 
be grant any accrued sick leave, including resignation for 
maternity ramsons, the date of resignation may be extended to 
permit granting unused sick leave. The employee must apply for 
mash leave sad his request must be supported by s doctor's 
certificate . Such cases require the approval of the Director 
of Perso nn el or his designee. 
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b. 0BWUTIQ1I ID ACCEPT OTHER PS3DESAL EKPLOTMEBT 


CD 


( 2 ) 


g>» Mo tion to be taken to alloy appointment of m employee by another 

\*” ak in • drvlce of 006 «a*kdegr is "Separation, ’ 
^l^the ^ployee electa to resign or ia eligible far "Separation 

°i ®®? araUon ' fm ^ determined by oegoitatlon 
J?? °£ Per * oooel 804 the other agency concerned. Every 

wpSiacS ^ *° ® rr * B ® B * 4818 «»feeable to the employee's 


8SPAHAYIQS «P0S OSTnRHIliATIOH Of UKUL DCOtPEIEBCE 

CD 


( 2 ) 


1,888 4 f cl8red fatally incompetent by a court of 
*• 8e ** X8ted b y the action "Separation 
l,tobe distinguished ftroa 

Sgewation (Diaability) which nay be taken open an administrative 

^loyee la Mentally incapable of performing 
the duties of his position. ^ ^ 

■o employee will be separated for legal incompetence until authorita- 

18 r ! Cel I® 4 wiUch •upports this action. Open receipt 
®“5 evidence, the Director of Personnel or his designee nil 
det eraiac Whethe r th e employee is eligible for disability retirement 

eo^t 1 L^.h li i < SS?fS£ 8d Z i8<! 2a ^ 1 fiWdi«a appointed by the 

^ari *j? each eligibility. If ^plication for disability retirement 
is aide, action will be take n ia accordance with paragraph d below. 

The effective date of the separation will be the date of receipt by 
2*52 ff notification of court action as extended by any Snus^d 
SJ.TS! J° *?* credit * ®* 0ff ice Of Personnel will 

S^«SLi2?L® ,8 ?^ a -!S 8t * l,e • ubalt 8 ***** fcr unpaid salary 
•ieea SMSWteta cannot be made to the employee after the date of the 
action declaring him incompetent. 

d* DISABILITY KSTIHiMSfiT 

(1) An employee 1*0 is eligible for "Retirement (Disability)" will be 

ml? t ? ± * f®** 00 Upon approval of his application by the U.S. 

&■*•!« ’ Application for disability retirement nay 
-be submitted by the employee, hi. guanlian or other interested par£ 

i^L^i* y?* SL qq* to a^) / « by the Agency. The Office of 
Pwwoteal will furnish advice and assistance as to eligibility re- 
quirements and necessary steps in processing the application. 


(3> 
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($) An employee who i» physically or mentally disqualified for further 
productive effort will he continued on the roll an sick leave, or 
3*are without pay if necessary, pending approval of his application 
tvr disability retirement. In the event he is not eligible for 
retirement, he will be separated by the action "Separation (Disa- 
bility) n described in paragraph 5e below. 

e. OFTIO&AL K S T I EBfi3»T j 

Snplcyees meeting certain age and. length of service requirements may elect 
to retire even though they are not eligible for mandatory age retirement 
(paragraph f below). The Office of Personnel will famish advice and 
assistance as to eligibility requirements and necessary steps In process- 
ing the application. 

f . ACE RETIRSWEHT 

I 

When an employee has reached age TO and has completed 15 or mare years of 
creditable service, the Agency has no option but to separate him by the 
action "Retirement (Age)." The Office of Personnel will ensure that the 
employee has sufficient advance notice of retirement (not less then 60 
calendar days) and will assist him In planning for retirement. The action 
becomes effective at the end of the calendar month during which the em- 
ployee has met both age and length of service requirements. This date 
as? be extended if necessary to provide the minimal 60 days* advance notice 
required in these actions. 

g. SEATS 

(l) When an employee dies, the Office of Personnel will be immediately 
advised sad will notify, by the most expeditious means available, 
the emergency addressee designated by the employee, provided that j 
sect addres see is not already aware of the death. 

(t) The Office of Personnel will provide all possible assistance to the 
deceased employee’s next of kin, or the emergency addressee, in pre- 
paring claim far final salary and lump-sum leave payments and in 
filing a claim for any survivorship benefits for which he may be < 
eligible wader the Civil Service Retirement Act. He will also be 
advised that he should submit s claim for any social security 
benefits which msy be due. 

(3) When death occurs in the performance of duty, the Office of per- 
eeeaal will take action to preserve all the employee’s rights under 
the federal ftq&oyees* Compensation Act. 
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(h) An eapl oyee vill act be separated by the Agency while be is in the 
status of a Biasing person as referred to In Agency regulations. In 
unusual eases, when proof of death cannot be obtained, the essployee 
any be removed from the rolls by the action "death (Presumed)." 

5. ACTIO!© BARED OH CONDUCT OR OBALUICATIOKB 

a. PHHC1HS8 GOVERIISG ACTIONS 

(1) Removal Is required by statute fear certain offenses, including among 
others, political, subversive, fraudulent, or criminal activities. 
Discretionary authority to separate an employee may be exercised when 
each action vill promote the efficiency of the service. 

(2) Determination to separate an employee vill be baaed on consideration 
of the following factors t 

(a) The employee** service history and his explanation (intent, 
aitlgating circumstances, etc.) and the frequency of the 
osmarasce for which separation Is proposed. 

(b) Previous supervisory attempts to rectify the difficulty. 

(e) Whether the situation is reaediable by admonition oar reprimand 
or other less drastic action. 

(3) Actios vill not be taken in reprisal fear petition or testimony to 
Oerrerngee t authorities. 

(t) To the extent authorised by existing legislation and governing 
regulations, employees vill be paid retroactively for periods of 
enforced absence upon restoration and determination that their 
separation sms unjustified or un w a rr a nted . (This does sot apply to 
restorations effected to correct purely procedural errors.) Adverse 
action must, therefore, be veil supported factually and the utmost 
care exercised in selecting appropriate action on the grounds pro- 
vided. 

(5) The effective date of action will not be established prior to the 
expiration of the advance notice prescribed in paragraph & of this 
regulation or, if applicable, to the date the employee has received 
notice of the adverse decision. 

b. FAILURE TO QUALXTT XXJRIHG TRIAL PERIOD 

The trial period should be fully utilised as a final wee&ing-cut period 
to determine the capacity of a new employee. Supervisors should pay 
par ticu la r attention to the ssgiloyea's performance, progress, sad growth 
potential during this period and report these items In detail on the 

6 

Approved For Release 2001/08/07 : CIA-RDP78-04718A001 800050053-1 

C-0-g-F-I-D-E-H-T-I-A-L 





(j — I«B *1 -g-T-I-A-L ■ 

Approved For Release 2001/08/07 : CIA-RDP78-04718A001 800050051 


25X1A 


disability retirement mill be separated by the action ^Separation 
( UrtM lity)." 3b no cnee will so employee be reverted or a*ri»ed 
to resign in lien of this action. 

(2) Wn U man that an toploaree U 

of 2 «rfarala£ hi. tatu. fy *»*« <*• 

mxstvntar *1U to anUtai g toe OTftoe of r f” 1 » r ^^.. 

ril^mAn to the NWIInal Staff stating the facte ana circumstances a 

S» I tot 4 -*' i staff »111 pre^tly arranea »lto toe employee, 

S. KP^rlaor, for totorrle. ant wl na tt oo. * arltteo at atoaent 
banal won the ^w*"**-**" and observed facts and recoane^ing 
emarntion or retention of the employee will be prepared Jr the 

Steal Staff and fermrded to the 3“ 

findings and recoi— smlntion of the Medical Staff, the Jireeter - 
fenooMl or hit designee will determine final action to be ta*en. 

( 3 ) u the sapteyee refuses or is not physically able to f**^*** 1 ^. 
#*- examination, the Director of Personnel or his designee will reach 
a d ee liion upon such facta aa are otherwise availa ble, with, the a&- 
rtm of the Chief, Nodical Staff, and the appropriate supervisor. 

M Employees will be permitted to uee sick leave to their credit prior 
to separation for disability. 

mmamm op posinos 

fl) Prompt action should be taken to determine the t»#e of say ucauthor- 
Ued kbeeace from duty. If it has been impossible to contact the 
JEfflwToSarwiaaJ tee Office of Personnel will send a letter Jr 
roistered mil, return receipt requested, to tha es^loyee at Mo 
S aliress after not leas than 5 working days of unauthorised 

eat* latter will state that, if the employee does not re- 

SyMthin a specified reasonable time (net les s than ? toya)after 
JJJJ*©? the tetter, action will be taken to separate him for 
rstiipw position. If the eapteyee is eligibte for veteran 

tee letter will state that he is being given 30 days 
Lee of proposed notion in accordance with Section 14 of 
*• Preference dot, aa amended. 


<*) 


If t he mrilnyrr returns to duty or advises of his intention to 
9mh0m> the action wtlt not be processed as ab a ndon ment of poei- 
♦< r Scwerer, if ha returns to duty and fails to provide 
.Stiafaotory exntezmtion for the absence, appropriate disciplinary 
action; inclnding«*»el, *1 ^ taken. 

If tern aa mloy ee to return to duty tar to provide reason ttxc 

his c on tinued absence, action will be taken to separate him under 
tee procedures for Itemoval.* (lee paragraph 4 above.) 
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(2) If, subsequent to the processing of separation for absndeeaent of 
poaition, the esploye® notifies the Office of Personnel that he did 
not abandon Ms position sad that ha wishes to return to d» Jr, he 
will ha restored by the action "Restoration free* Separation and 
decision as to whether the circunstanees warrant renewal action. 

f-a\ If subseauent to the processing of separation for a bend onn ent of 
M^Uonfit is shown that toe employee did in feet resign, the 
SttoTSll he veendad to show designation* as toe nature of action. 

SOTOS , VMTBWm, ASD APPEALS 

worn * muses — right to refit 

Specific rwqpiireaents for notice periods and right to reply ere shown in 

Appendix A* 

' 

(l) generally, employee# serving in a trial period will receive at least 
15 days' notice of proposed separation. 

{2} Si nosh eases, eaployees who have completed their trial periods will 
raealva at least 36 calendar days' notice. Important exceptions are 
as foilowat 

(a) An e aplcy ee who is eligible for veteran preference end who has 
i rmli*** a trial or urobatiooary period in current continuous 

SToHUBilu tm*lxe eovleteA hi. 

Ifhd period even he nay not have served toe full 12 

anotoa 1 tri al period in this Agency, provided his appointment 
to the Agency is in the sane line of work. 


fhl In renewal cases, ’ffl*** the eaployee concerned la e ligi ble for 
' veteran preference and scat therefore he given 30 calendar <Uys’ 
■IwsMa notic e, toe tte allowed h e tween the notice and final 

m i ll he daterained hy toe elrcunatances of toe individual 
a ua hat sufficient to allow for toe reply period, consideration 
of reply and issuance of final decision. 

la) Has retirements for advance notice and reply do not apply in 
toe foiling cases, although toe employee will be given such 
ggsagea notice and opportunity to aimer as will be reasonable 


or charges are of such nature that toe law 
se r amora l if the charges are substantiated . 


Wh en toe 


town there is reasonable cause to believe the em&oyee 
pdlty of a crine for which a sentence of inprlsoanent can 
he imposed. 
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b. CCWCTTATIOS or 10TICE PERIOD 

Bm amount of notice required for the various types of 
AB&enftlx A* In computing the notice period* only full calendar day 
to^anasteA flie count sill start the day after the employee receives bis 

« STfiT-SiZ gg-t- 
«K\£ • 

•blft for the day after the notice period is cospleted. 

. - 

e. wwofsohce 

Sotlce of proposed separation will nexmlly be l#su^ in the : frara ^of * 
latter. However™ notice of termination action which does incl idethe 
right to rep l y aay he given la the form of a letter or on Standard Worn 
ioTjO, ifctifieation of Personnel Action. 

4. PfSFARATEH OP NOTICE 

When separation for unsatisfactory 

ate bas completed his trial period is proposed, the notice will he s«reparea 
m* signeHy the supervisor, with sssistence sad prior eoncurrenceoftbe 
Omceof PeiaonnslTln other eases, the Office of Personnel will Prepare 
tha notice for the signature of the Director of PersonnelorhisdesigM^ • 
Supervisory officials will he repeated to provide such information as nay 
he necessary id individual cases. 

e. CCBBBWS O' WT3CE 

( 1 ) All notices will specify the action proposed, the date the proposed 
' 1 tetioa will beeoas eff active, and the reasons for theacti°n,8tated 
tpeeificaHy and in detail. 

«w include a review of the administrative and supervisory 
actions which have been taken to correct the situation. 

(g) Ail notices wiU specify Whether the employee will «■**» 

' 9 ntntas sad Whether he will remain in his present position dming the 
notice period. <§ee paragraph g below.) 

ft* A sta t— a c t on the employee** right to reply will he included when it 
m (SeeA^ndix aT statement will include the 

f allow ing information: 

{«) fhat the employee has a right to reply, personally a®d in writ ing, 
4 and to furnish affidavits and evidence in support of his answer. 
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( b ) fh&t the employee wat make any reply within toe time «peelfle4 
ia toe notice, (flee paragraph h below.) 

/.) mm.t toe eaployee may anil or bring * written ^ ^ 

{ Office of^recnael and tout be may 

Awianated in toe letter to deliver a written reply car to 
sake arrangements for an appearsaee before an atwiaory cob- 
sittee. (See paragraph i below} 

(A) That toe employee nay appear before an aftwieory committee to 
present an oral reply. 

that no final decision baa been nude or will be aade «»tii J 13 ® 

' enloyee^s reply baa been considered or, if be choose* not to 
ra^T until toe time specified for reply baa passed. 

(f) That the employee will be notified of JJ** 

as practicable (normally within 10 calendar days) and prior to 
torn effective date of action, (fee paragraph 3 below.) 

f , SBLXVBHY OP BfOTICE 

(1) If toe employee 1* available, toe notice will be felivered to bi«_ 

personally by a re pr e sen tative of the Office of p ®[® 0 ^® el or ty 

as appropriate, and he will be related to sign a re- 
ceipt therefor. 

(S) tom the employee is not available for personal delivery, the^notice 

will be seat to hi* by toe Office of personnel to hla only" 

address by registered mail, return receipt ei®wd by «ddre*«® JJJ* 
i£e return receipt or toe envelope bearing toe poet office 
notation of nondelivery will be filed in toe employee a official per- 
sonnel folder as evidence of compliance with regulations. 

g. 0TATUB OP BKPL0YEE TJ3RH3 P0TKTE PER10I) 

(1) The employee will normally be retai ned in his P»*iti©n ** J 
Sariagthe notice period. Opcsa leccaamendation 

- fenatv Director or an Operating Official*, exception may be 
SS&sSd t^tL Director of Personnel or his designee ^ret^tion 
of toe employee may be considered to result in da mage to O overaaeat 
rtroourtT. be detrimental to toe intorests of toe Ooveroment, or be 
j^SiSi to the employee, his fellow worker*, or the general public. 

•Operating Officials include t Chiefs of Senior 
jurisdiction of toe Deputy Director (Plans) j Assistant f 

Aietion of toe Deputy Director (intelligence)) and Chiefs of Staffs, the 

eSJtpol2rr.^?lA eter « “> 4er f****** of «* Be f u ' ty Dlr " tor Cw**)- 

u 
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• ta i'x, I 


(2) When one of tee above conditions exist, t be anployee may be reassigned 
to a pesltloc wh ere tee condition iouU not exist. Otherwise, he nay 
be placed oni 

(a) leave, with or without hie consent, provided he has 
sufficient leave to Ms credit to cover the required period. 

(b) Leave without pay, with his consent. 

| 

(c) Sick leave, in appropriate cases. 

(3) If none of the above actions is possible to correct the condition, 
the employee ©ay be suspended. Charges must be preferred and the 
employee given an opportunity to answer and nubait affidavits thereto. 
Ths tine to be allowed fear answer nay be not less than £fr hours in 
e aer gea cy eases. An saployee eligible for veteran preference nay not 
be suspended for more than 30 days under this emergency procedure. 

h. T Be LIMIT FOR REPLY TO BOTICL 

■ 

(1) The employee will be allowed a reasonable tirae in which to prepare 
his answer and obtain affidavits and evidence. The length of tins 
allowed will depend upon the facts and circunstanceB of individual 

cases but will not be less than 7 calendar days. 

| 

(2) Use employee *s request far an extension of tine within vhich to reply 
aay be gr anted at the discretion of the director of Personnel. 

j 

i. eowmsumos of reply to whtci by ai mmset cammm 


(1) Thorough consideration of say reply, written or oral, received from 
an esfloyee will be given by an advisory coaalttee appointed by tee 
Director of Personnel if such a contrdttee is requested by the auployee 


{a} The advisory corandttee will be composed of terse responsible and 
iijpartial officials of the Agency who are not mashers of tee 
Office or coRpsorable orgssisatlocal element to which tee em- 
ploye* is assigned. The Director of Personnel or hie designated 
r epresent ative will serve as nonvotlng chairman of tee coaalttee. 

(b) The advisory coaalttee may secure the technical advice and 
guidance of appropriate specialists. 

(e) The employee May request the appearance before the advisory 
esoaSttee of other Agency enployees In possession of pertinent 
facts. Individuals who are not washers of the Agency will not 
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nos 


be permitted to!p»*l.lpato 1* >£*£££ 
activities . If a transcript of the He** 4 ** * be 

£Soy« shall be penalttod to rerle. it tot to -J not » 

given a copy for bis personal use* 

(2) After considering the individual*® 

' will recomend final action to the Director of Personnel 

(3) If a -written reply is received fr«» ^lidStiooi will 

appoint an advisory cossdttee for this purpose. 

P0T3BE OP J3BCIBI0P 

a « , ^ utm-hhm* f a v o rable or unfavorable > will 

(1) A notice of final decision, **ther t practicable date. This notice 

be sent the employee at the ear l * returned undelivered 

«at be «tt f *bcffe 

or the employee ae&e no reply* iMWUC 

for delivery of advance notice apply* 

. . that the proposed action is not to be t**® 11 *^* 

(2) If it is wtaraiaee: xnaw wub end of the reasons there - 

cmloyee will be informs* of the withdrawal «« « 

for. 

(3) The notice must contain information on toe following* 

(a) *»to~ oftotlon W- - 

£T£y*SS^e UtoJ*. >«. aot tod to. r.,uirto 
period of notice.) 

Reference to the procedural authority if the action ^ 

{ ) SMt 22 (jnSeduree established pursuant to Veterans 
S^Se St5%TtL Civil service Regulations. 

. v iv. ndvame notice, including date of delivery car 

<e> SSSSaS.1 5 SS.llT.ry, tod a brier atatotoat of to. 
reasons given in the advance notice. 

. . » , nv j mill lrn aede by the employee, including datea, 

<4) S'tTSs SitaUe to i.jl^^.totCTel.t concerning cocltora- 
tine, given the reply* 

(.) Information on appeal rlrfrte. (Bee peMgraph * b.K») 

location of ltolTldual In ton Office of Peraotoel 
If} SflC| “tie, «*** . , or requests for assist— 

to whom the employee may direct Questions or requs*« 

asce. 
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k. APPEALS 


(1) Iter employees generally, separation say be appealed ten the record 
only to the Director of Central Intelligence within 30 days after 
the effective dete of the separation, for enployees not eligible 
for veteran preference, the decision of the Director of Central 
Intelligence will he final. 

(2) An enployec who is eligible for veteran preference and who has ccm- 
pleted a trial or probationary period way appeal to the 0. 8. Civil 
Service Coonlssion under section, lh of the Veterans’ Preference Act, 
as aaeoded, not later than 10 days after the effective date of separa- 
tion. 


(a) If the ewployee’s appeal le considered by the Ccwmission, action 
so any appeal under paragraph k(l) above will cease and no future 
appeal of the separation may be sade under this provision. 

(b) the Office of Personnel will assist the employee by furnishing 
him, upon specific request, inforaation recorded in the Office 
of Personnel which is not otherwise readily available to his. 


(c) the Director of Personnel or his designee will represent the 
Agency in connection with the appeal to the 0. 8. Civil Service 
Goaatsaioa. Se will be given necessary advice and assistance 
by appr opr i ate Agency officials in developing the Agency’s 
ease and participating in the hearings. If any. 


<d) In each case in which there is an appeal to the U, 8. Civil 
Service Coeniasion, the Office of Personnel will notify the 
Office of Security. The notification will be given in suf- 
ficient thee to allow the Office of Security to take any 
necessary action to safeguard the security interests of the 
Agency. 


7. PROCESS UK IHBTRUCTIOS8 

I 

a. IRITI/TIOR OF SEPARATION ACTION 

U> Request for Personnel Action, Standard Iters 52, will be prepared by 
the appropriate operating office to initiate resignation or separa- 
tion (to accept other Federal eaploynent) actions. Such requests 
will be transmitted to the Office of Personnel through established 
channels and, when appropriate advance notice is given by the em- 
ployee, scheduled to arrive at least two weeks prior to the re- 
quested effective date. One copy of the SF-52 will be forwarded 
directly to the appropriate payroll branch of the Office of the 
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Con tr oller and two copies will be forwarded directly to t be Office 
Qf geearity by tbe requesting office at the tine of preparation# 
eHo. r ea MS g tin g office is responsible for notifying the Office of 
Personnel of any subs equebt change in the requested effective date# 

The Office of Personnel will then notify the appropriate payroll 
of any change in the affective date# 

■ 

(g) an em ploy ee resigns for security or other than normal reasons, 

a separate "Eyes Only" giving all pertinent information 

regarding the reasons for separation will be forwarded to thfc Director 
of Personnel in accordance with paragraph *Hk{l) above. 

(3) A dv erse actions initiated by supervisory officials will be initiated 
is the fora of memoranda rec oassnd lag separation action# 

(A) standard form 52, Request for Personnel Action, will be refloated 
from the operating office concerned or initiated by the Office of 
Personnel when required in other cases. 

b. If l BCT i aG 8SPARATIOI J^Tim 


Separation actions are 


consummated by the preparation of S tand a r d Warm 50, 

Sctlfieatloa of Personnel Action. The action is not officially recognised 
until this instrument is executed and authenticated by an official to 
app ointing authority has been delegated and, in certain cases 
specified in this regulation, delivered to the employee. 

C# CAiCELLATIGBTS AID COREECTIOHS 


<l) Once a separation 


becomes an accoqpllsbed fact, it cannot be re- 
scinded by administrative action. The action does not, however, 
bacons affective Until the individual receives proper notice if 
required. Proposed separation may be cancelled a* any time prior 
to the effective date of the action. 

(2) than subsequent review shows that separation waa unjustified or 
unwarranted, the employee may be returned to duty by restoration 
«r new sgpolatmszit action. Consistent with applicable legislation, 
retroactive salary payments may be authorized. 

£ 3 } Th ese provisions do not prohibit amending the form of a given notice 
to conform to established facts* For example, “Separation ( Abandon- 
ment ©f Position)” should be changed to "Resignation" if it is later 
found that tbe employee did in fact resign* 
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4. FA3MUT FOR LEAVE AID FIHAL SALARY 

Except as provided below, final salary payment sod payment for all ac- 
cumulated and accrued annual leave to the o%loyee f s credit at the time 
of his separation from the Government service will be made promptly. 
Payments will not be made In the following Instances} 


(1) When, the enployee la separated to allow esployment without a break 
la service of one workday In another Government agency. 

(2) When, the employee concerned strikes, or asserts the right to strike, 
against the Gcverteent. 


e. HKPUlfD OF RETIRiafcBT IEXICTIOES 


An employee who is absolutely separated from the Government service or Is 
transferred to a petition not within the purview of the Civil Service Re- 
tirement Act is entitled to a refund of retlreaent deductions if he has 
1 ms ***** 20 years of creditable service. The Office of Personnel will 
advise the employee, or his beneficiaries or guardian as appropriate, of 
say rights to refund or annuity which he any have. 

* RETURN OP 90VH3RRNEIT PROPERTT AID MOSEY 

A check wiH be cade to see that the employee returns any Government prop- 
erty which may have been issued to Mm, such as books, brief cases, or 
typewri ters. This Is accomplished by the use of CZA Form So. 3U-30, 

Pinal Payment Clearance Sheet. Prompt settlement of any indebtedness to 
the Government will be retired before final salary payment is released. 


f . SMCESIITY DBERIRFIBG 

The employee will be referred to the Office of Security to return his 
>**^g* and any credentials which have been issued to him, and for appro- 
priate debriefing. 


PGA T8S DIRECTOR OF CENTRAL IB YSL l T/g BgSt 


L, K. KBITS 
Deputy Director 
(Support) 

DISTRIBUTION; AB 
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Reference 


Type of Action 


AffSHOX "A" 

nMAIIAnTM* HMjMWfH* unBy^TtYIttiM— min 

During Trial Period 


After ©rial period 


Paragraph 4; 

<BNMW&d Wi KJBJp3»QjyWMEl 9 



Request or loss of Eligibility 

et 

Resignation 

BO APVABQB B0TICS Bf MSMKY 

ftt 

Vs accept other Bad. euployawnt 


et 

Tim reps tiisa is 

A® B0 RIGHT TO RKPU 

dt 

Dleebllity retireaent 

Action not 

et 

Optional ratiraaent 

Action not applicable 

ft 

Age retlrauBt 

Action not applicable 

gt 

Death 



Paragraph 5« Action* Baeed on Conduct or 
ftiel 1 fl net lean i 

h ; failure to qualify during 

trial period 

oi Oeparnttoa far unea t l sfn a ta ry 


di Baaoval 


et Separation for disability 
f i A* ea ts— a nt of position 


15 calender days * notice; no right 
to reply 

Action not applicable 

Sufficient notion to alio* for pr e p* 
tioii end cone Identical of reply 


15 celander day* * notice; right to 

fiply 

dee renewal procedu re 
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Action not applicable 

30 calender days' notice; 

right to reply. 

Veteran; 30 calender days’ 
notice; right to reply* 
■esrwtemai sufficient settee 
to allow for preparation and 
4 *r e t 1 "* t fff reply* 

30 calen dar days* notice ; right 
to reply* 

Use renoral pr ocedu re 
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